
 

Service Planner 

The Service Planner is responsible for all planning and scheduling of the branch service and inspection activities. 

PRIMARY RESPONSIBILITIES: 

* Maintain the service and inspection schedule for all sold work.  
* Plan/assign field labor hours to maximize productivity (direct labor average) at or above 95%. Maintain open 
orders on the dispatch board. 
* Procure and coordinate required materials, parts, equipment and subcontractors for work assignments. Process 
purchase orders through established procedures. Process all related paperwork upon completion of work 
assignments and within the accounting month that the work was performed. 
* Follow up on new sales leads brought in by field operatives (technicians and inspectors). Forward leads to Service 
Sales for estimation and quotation. 
* Quote and sell maintenance contract renewals. 
* Resolve customer complaints, within established guidelines, to the satisfaction of the customer and in the best 
interest of the company. Any unresolved issues should be promptly elevated to the next level of management for 
resolution. 
* Monitor and report any potential warranty or credit requests to the Service or Operations Manager prior to 
authorizing work. 
* Review technicians' time tickets as submitted daily for completeness, accuracy and allocation to the correct job 
numbers. 
* Monitor and coordinate the maintenance of company equipment and assets in proper condition and good 
working order. 
* Assist the Branch Service Manager or Branch Manager with conducting spot inspections and audits of the service 
technicians' equipment and vehicles. Report findings to Manager. 
* Provide information and assistance to the Branch Service Manager/Branch Manager for any supervision and 
managerial support required by the technicians. 
* Perform invoicing weekly and immediately update the open orders report. The open orders report must reflect 
the current status of active service work and must be updated weekly. 
* Ensure proper margin levels on service work. Monitor quotes for accurate labor hour, travel costs, rental costs 
and procured items. 
* Enter data into WennSoft database as necessary to fulfill all assigned requirements. 
* Ensure 24-hour response is available or negotiate other agreeable actions with customers.  
* Monitor the credit control list and assist in collection efforts. Accounts over 60 days must be discussed with the 
district administrative staff prior to delivery of services or materials. Obtain management approval prior to making 
an exception or extending credit outside the guidelines. 
* Check new accounts for D&B rating. Ensure credit application is processed if company is not rated or is outside 
established guidelines. 
* Responsible for all miscellaneous activities within the branch such as shipping/receiving, shop cleanliness, walk-
ins for parts, equipment/building maintenance, answering phones. 
* Other duties as assigned by manager. 



Qualifications: A College Diploma in business or electro/mechanical field, with leadership and management ability. 
Must have computer, organizational, customer relation skills. Two to three years' experience in a technical support 
role. Related experience will be considered. 
 
Konecranes is a global leader in the manufacturing and service of industrial overhead cranes and lifting equipment. 
For over 80 years, we've been dedicated to improving safety and productivity of businesses in all types of 
industries, including manufacturing and process industries, nuclear and renewable energy, shipyards, ports and 
terminals. Our strength comes from our continuous commitment to provide equipment and service that people 
can trust, accompanied by innovative technologies designed to improve performance, reliability and safety in 
every part of business operations that involve heavy lifting. We look to hire customer-oriented people who thrive 
on learning and problem solving in a fast paced environment. In return, we offer a good salary with highly 
competitive benefits including medical, dental and vision insurance, a 401(k) plan with a generous company match 
and tenure-based contributions, tuition reimbursement, life & disability insurance, vacation and other leave 
programs and opportunities for both formal and on the job training. 
 
Our People and Commitment 
 
Our people are not only committed to helping our customers lift their businesses, but each other as well. 
Establishing meaningful relationships and collaborating with each other, with customers, and with our distributors, 
empowers our employees to achieve success. The passion our employees have to make a difference and enhance 
the quality of the lives of those around them is what makes our people unique. 

For more info contact me at Mail:haley.leaks@adp.com or dial me direct at 419-420-1830 X 4432 
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